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Need for Manual 
Check Identified

Update Agency 
Systems

Process Manual 
Check Run

Complete 
Supplemental 
Request Form

Perform Manual 
Calculation for Pay 

and Benefits

Allocate Pay to 
Proper GL 

Account Codes

Key Data into 
WiSMART

AObtain Voucher 
Number

Generate Voucher 
Number

Check Printed in 
State Controller’s 

Office

Send Check via 
Interdepartmental 

Mail to Agency 
Finance

Check Received in 
Agency Finance

Check Received in 
Agency Payroll
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Manual Check and 
Check Stub, if 

applicable

A

End

Complete CP-9 to 
Update QTD/YTD 

Totals

Process CP-9

Create Manual 
Warrants for Tax 

Deposits

Issue Payment 
Vouchers for ETF 

Insurance 
Deductions

Create Trailer 
Checks for Misc 

Deductions
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Deliver Manual 
Check to 
Employee

Update Employee 
Balances in 

Central Payroll

Update, if 
necessary

Create Check 
Stub, if applicable 

by Agency

Receive CP-9 in 
Central Payroll
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